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Chapter 1: Import / Export Tool 

Some DoD Components use systems other than the Defense Travel System (DTS) to create its travel orders, but 

use DTS to take advantage of its reservations and payment processes. We refer to these systems as DTS partner 

systems. The DTS Import/Export module lets its partner systems create travel orders, import them into DTS for 

reservations and payments, and export them back to the partner system for final processing. 

Chapter 2: DTS and Partner System Roles 

The following Import/Export Tool roles are described in this section: 

¶ Partner System Traveler 

¶ Partner System Subsystem Administrator (SSA) 

¶ DTS System Administrator (SA) 

2.1 Partner System Travelers 

As the name implies, Partner System Travelers (henceforth in this appendix, simply travelers) are the people 

who travel on the orders the partner systems create. Travel orders the partner system create generally contain 

little more than basic itinerary information. For this reason, we refer to the imported document as an 

άŀǳǘƘƻǊƛȊŀǘƛƻƴ ǎƘŜƭƭέΦ ¢ǊŀǾŜƭŜǊǎ ŎƻƳǇƭŜǘŜ ǘƘƻǎŜ ŀǳǘƘƻǊƛȊŀǘƛƻƴ ǎƘŜƭƭǎΣ ǘǊŀǾŜl, and submit their vouchers in DTS.  

For more information on processing imported authorizations and other travel requirements, see the follow 

resources available on the DTMO Training website at travel.dod.mil: 

¶ Introduction to Imported Authorizations for Partner Systems Travelers in DTS, information paper. 

¶ DTS Guide 2: Authorizations 

¶ DTS Guide 3: Voucher 

¶ DTS Guide 4: Local Voucher 

¶ Cancellation Procedures, information paper. 

¶ Partner System Traveler Instructions for Completing an Imported Authorization in DTS, trifold. 

¶ Trip Cancel Procedures ς AO, trifold. 

¶ Instructions to Cancel a Trip, trifold. 

¶ Joint Travel Regulations (JTR) 

¶ Integrated Lodging Program 

Travelers should always check with the SSA to confirm whether they have any additional responsibilities. 

2.2 Partner System Subsystem Administrator 

A SSA is an individual who maintains the data that lets a single partner system (and its subsystems, if any) 

interface with DTS. Additionally, the SSA: 

¶ Adds subsystems (subordinate partner system setups) as needed 

¶ Maintains their system and subsystem settings 

¶ /ǊŜŀǘŜǎ ŀƴŘ Ƴŀƛƴǘŀƛƴǎ ǘƘŜƛǊ ƻǊƎŀƴƛȊŀǘƛƻƴǎΩ ƛƳǇƻǊǘŜŘ ŀƴŘ ŘȅƴŀƳƛŎ ǊƻǳǘƛƴƎ ƭƛǎǘǎ 

https://travel.dod.mil/
https://media.defense.gov/2022/May/12/2002995644/-1/-1/0/IMPORT_EXPORT_INFORMATION_PAPER.PDF
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_GUIDE_2_AUTHORIZATION.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995239/-1/-1/0/DTS_GUIDE_4_LOCAL_VOUCHER.PDF
https://media.defense.gov/2022/May/13/2002996889/-1/-1/0/CANCELLATION_PROCEDURES_INFORMATION_PAPER.PDF
https://media.defense.gov/2022/May/13/2002996906/-1/-1/0/TRIIEAUTH.PDF
https://media.defense.gov/2022/May/13/2002996892/-1/-1/0/AO_CANCEL_PROCEDURES.PDF
https://media.defense.gov/2022/May/12/2002995647/-1/-1/0/CANCEL_A_TRIP_TRI-FOLD.PDF
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Programs/Lodging/
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¶ Exports files to DTS to create and modify authorization shells 

¶ Views file statuses and summaries 

2.3 DTS System Administrator 

The SA maintains the data that lets all partner systems interface with DTS. They can do anything the SSA can do, 

but additionally, the SA can: 

¶ Create, edit, and delete partner systems 

¶ Add and manage SSA profiles 

The SA requires a permission level 8. 

Chapter 3: Partner System Process Overview 

Table F-1 describes the Partner System Process. 

Table F-1 

PARTNER SYSTEM PROCESS OVERVIEW 

Step System or 
User 

Action Product 

1 SA or SSA Activates the partner system in DTS. The SA 
enables basic preferences. The SSA enables 
others as needed. 

Activated partner system  

2 Partner 
System 

Sends travel itinerary to DTS. Authorization shell 

3 Partner 
System 

Inserts dynamic routing list elements into 
routing list or uses imported routing list, if 
needed. 

Routing list 

4 Traveler 
with no DTS 
profile 

Logs into DTS and self-registers. 

 

*Skip to Step 6 if the traveler already has a 
profile in DTS. 

Traveler Personal Profile. 
Note: If partner system is set 
to Bypass DTA Approval, the 
organization automatically 
receives the traveler. 

5 DTS Notifies ODTA that a traveler A) has self-
registered OR B) has been assigned to the 
organization. If A, ODTA accepts traveler.  

Email notice of New Traveler 
Assignment. 

Instructs traveler to access DTS and complete 
the authorization 

Email notice of Authority to 
Travel. 

6 Traveler 
with a DTS 
profile 

Before travel, logs into DTS, completes and 
ǎǳōƳƛǘǎ ŀǳǘƘƻǊƛȊŀǘƛƻƴΦ Χ !ŦǘŜǊ ǘǊŀǾŜƭΣ 
completes and submits voucher. 

Signed, and ultimately 
approved, authorization and 
voucher. 

 Gray = optional steps 

 

file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark5
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Chapter 4: Partner System / Subsystem Settings 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎǳōǎŜŎǘƛƻƴǎ ŘŜǎŎǊƛōŜ Ƙƻǿ ǘƻ ǎŜǘ ǳǇ ŀ ǇŀǊǘƴŜǊ ǎȅǎǘŜƳ ƛƴ 5¢{Φ Lǘ ŀǎǎǳƳŜǎ άȅƻǳέ ŀǊŜ ǘƘŜ {{!Φ 

4.1 Edit Partner System Preferences 

After you submit your Import/Export Tool functionality preferences to the SA, the SA creates your partner 

system's account and selects its settings based on your input. Later, as needs change, either you or the SA can 

edit the partner system information and settings. 

IŜǊŜΩǎ Ƙƻǿ ǘƘŀǘ ǿƻǊƪǎΥ 

 Beginning on the DTS Dashboard (Figure F-1), select Administration, then Partner System Setup under 

the Setup menu. The DTS Import/Export Tool Welcome screen (Figure F-2) opens. 

 

Figure F-1: DTS Welcome Screen 

 

Figure F-2: DTS Import/Export Tool Welcome Screen 

 Select Partner Setup on the light blue Navigation Bar. The Welcome to the Partner Setup Function 

screen (Figure F-3) opens. 

file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark8
file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark10
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Figure F-3: Welcome to the Partner Setup Function Screen 

 Select Edit Partner on the dark blue Navigation Bar. The Edit Partner screen (Figure F-4) opens. 

 

Figure F-4: Edit Partner Screen (Top) 

 Select the partner system preferences (most are Yes or No radio buttons). Table F-2 provides a 

description of the selections available on this screen. 

 Select SAVE. 

 

 

 

file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark11
file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark12
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Table F-2 

EDIT PARTNER SCREEN DESCRIPTIONS 

Setting Purpose or Use 
Controlling 
Authority 

Partner System Code Identifies the partner system and its import and export 
functional features. The SA can enable or disable each 
feature. Those settings apply to all files the partner system 
imports to DTS and the accounting and disbursing systems. 

SA 

Auto Approval If Yes, allows automatic approval of authorizations (not 
vouchers) for recurring travel. This option allows DTS to 
apply the AUTO APPROVED stamp if no pre-audit flags exist. 
Default setting is No. 

SA 

Obligation Upon Receipt If Yes, lets DTS send an obligation to the accounting system 
as soon as it receives the authorization. DTS releases 
adjusting obligations, if any, at APPROVED. Default setting is 
No. 

SA 

Bypass Budget Edits If Yes, lets DTS bypass the Budget module, preventing DTS 
from validating funds availability and decrementing the 
budget decrement at APPROVED or AUTO APPROVED. The 
PMO-DTS requires certification or approval from the partner 
system budgeting and accounting authority before allowing 
this action. Default setting is No. 

SA 

DTS Organization Name {ŜƭŜŎǘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƘŀǘ ƻǿƴǎ ǘƘŜ ōǳŘƎŜǘΣ ƛŦ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ 
organization is not funding the travel. 

SSA 

Third Party System If Yes, the organization that exports the authorization to DTS 
is not the traveler's assigned organization. Default setting is 
Yes. 

SSA 

Create Traveler If Yes, DTS automatically creates a traveler profile in the Self-
Registration module if the traveler does not already have a 
DTS profile. DTS emails the traveler with instructions on how 
to complete the Self-Registration process and the travel 
authorization. If No and the traveler does not have a DTS 
profile, DTS rejects the authorization. Default setting is No. 

SSA 

Bypass DTA Approval If Yes, DTS automatically assigns a self-registered traveler to 
an organization the partner system designates without 
requiring a DTA to receive the traveler. If DTS cannot find the 
designated organization, DTS rejects the self-registration. 
Default setting is No. 

SSA 

Overwrite Traveler If Yes, incoming data will overwrite information currently in 
ǘƘŜ ¢ǊŀǾŜƭŜǊΩǎ 5¢{ ǇǊƻŦƛƭŜΦ 5ŜŦŀǳƭǘ ǎŜǘǘƛƴƎ ƛǎ No. 

SSA 

Allow Data Modification If Yes, the traveler can modify imported data before SIGNED. 
Default setting is No. 

SSA 
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EDIT PARTNER SCREEN DESCRIPTIONS 

Setting Purpose or Use 
Controlling 
Authority 

Notice of User 
Acknowledgement 

If Yes, DTS notifies the Partner System that the traveler has 
accessed an imported authorization for the first time, has 
selected Agree or Disagree on the General Comments 
Acknowledgement screen upon entering the document, or 
has accepted or rejected the modification comparison 
message. If No, the partner system will not receive an 
acknowledgement XML file unless the traveler provides 
comments and selects Disagree on the General Comments 
screen. Default setting is No. 

SSA 

Allow Changes to Non-
Duty Days 

If Yes, the traveler can adjust the trip start date or end date if 
the additional days are identified as non-duty (non-per diem) 
days. Default setting is Yes. 

SSA 

Bypass Rejection 
Processing 

If Yes, DTA may bypass the accounting system reject process. 
Generally, DTS rejects a document back to the partner 
system if the accounting system does not provide a POSACK 
for obligations or adjusting obligations. When this setting and 
the Obligation Upon Receipt setting are both Yes, DTS 
bypasses the obligation or adjustment up to 5 times 
(determined by the Accounting System Max Reject setting, 
see below). During this process, DTS holds the adjustment 
until it receives a POSACK. Default setting is No. 

SSA 

Accounting System Max 
Reject 

Determines the number of times (up to 5) an obligation is 
resubmitted before rejecting back to the partner system. 
Default value is 0. 

SSA 

Disable LOA Edits If Yes, travelers, NDEAs, and Routing Officials cannot add, 
delete, ƻǊ ŜŘƛǘ ŀ ŘƻŎǳƳŜƴǘΩǎ [h! Řŀǘŀ όǘƻ ƛƴŎƭǳŘŜ [h!ǎ ŦƻǊ 
travel advances) or allocate funds to multiple LOAs. The 
partner system must provide changes to LOA by amending 
the document. Default setting is No. 

SSA 

Back-To-Back Orders If Yes, DTS lets a traveler apǇƭȅ άLƴ tƭŀŎŜέ ǘƻ ǊŜŎŜƛǾŜ млл҈ ƻŦ 
M&IE on a trip start or end date, when sent on back-to-back 
TDYs. Default setting is No. 

SSA 

Disallow Changes to 
Reimbursement Method 

If Yes, the traveler cannot change the method of 
reimbursement from a Centrally Billed Account (CBA) to a 
Government Travel Charge Card (GTCC). Default setting is 
No. 

SSA 

Disallow Registration Fees If Yes, travelers cannot select Registration Fees as a 
reimbursable expense on an authorization or voucher. 
Default setting is No. 

SSA 



DTA Manual, Appendix F: Import/Export Tool  May 19, 2022 

  

Defense Travel Management Office  9 

EDIT PARTNER SCREEN DESCRIPTIONS 

Setting Purpose or Use 
Controlling 
Authority 

Hard Stop Rental Car If Yes, the traveler may not request a rental car unless the 
file imported from the partner system specifically allowed a 
rental car. DTS also ignores files imported after the trip start 
date to remove the approval of the rental car. Default setting 
is No. 

SSA 

Disallow Edit to Imported 
LOA (Except by the 3rd-
Party Reviewer) 

If Yes, DTS prevents anyone (except 3rd-party Routing 
Officials) from editing or removing an LOA provided by the 
partner system ς though they may add, edit, or delete LOAs 
provided by the traveler's organization. Default setting is No. 

Note: When Yes, the Disable LOA Edits setting must be No. 

SSA 

Disallow Changes to 
Expense Allocation 
Method (Except by the 
3rd-Party Reviewer) 

If Yes, the expense allocations provided by the imported file 
are only visible to 3rd-Party Reviewing Officials and only 3rd-
Party AOs can change them. Default setting is No. 

Note: When Yes, the Disable LOA Edits setting must be No. 

SSA 

User Can Cancel 
Authorizations 

If Yes, travelers can cancel authorizations initiated through 
the import process. If No, travelers can only cancel such 
authorizations if the partner system has transmitted a 
cancellation notice to DTS. Default setting is Yes. 

SSA 

Insert Dynamic Routing 
List 

If Yes, DTS follows the guidance set out in a dynamic routing 
list (see Section 4.3.2). Default setting is No. 

SSA 

Allow Systematic LOA 
Modification 

If Yes, the partner system can send a file to change to the 
LOAs, Standard Document Number, and allocation methods. 
The traveler can only accept the modification (even though 
the message includes a Reject button). Default setting is No. 

SSA 

Routing Officials This text box shows which Routing Officials were added to 
the routing list. This field is read-only. 

SSA 

4.2 Edit Partner Subsystem Preferences 

Either you or the SA can create one or more subsystems for each partner system. Having subsystems lets you 

have different sets of preferences for travelers from different organizations.  

IŜǊŜΩǎ Ƙƻǿ ȅƻǳ Ŏŀƴ ǳǇŘŀǘŜ subsystem preferences: 

 On the Welcome to the Partner Setup Function screen (Figure F-3), select Edit Sub-System on the dark 

blue navigation bar. The Partner Sub-System Search screen (Figure F-5) opens. Note: The Edit Sub-

System option does not display on the dark blue navigation bar if your partner system has no 

subsystems. 

file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark10
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Figure F-5: Partner Sub-System Search Screen 

 Select a Partner System (if given the option) and Partner Sub-System. 

 Select SUBMIT. 

 Select the preferences for the partner subsystem. See Table F-2. The available preferences are 

essentially the same.  

 Select SAVE. 

4.3 Routing Lists 

Unless dƛǊŜŎǘŜŘ ŘƛŦŦŜǊŜƴǘƭȅΣ 5¢{ ǿƛƭƭ ǊƻǳǘŜ ǘǊŀǾŜƭ ŘƻŎǳƳŜƴǘǎ ŀǎ ŘƛǊŜŎǘŜŘ ƛƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŘŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘΦ 

However, you do have two choices that are explained below: 

¶ Imported routing list 

¶ Dynamic routing list 

4.3.1 Imported Routing Lists 

DTS lets a partner system import its own routing list for use with a particular authorization. To import a routing 

list, you must include the routing list name in the optional element άwƻǳǘƛƴƎƭƛǎǘƴŀƳŜέ of the file you use to 

import the authorization shell. DTS will use the imported routing list iƴǎǘŜŀŘ ƻŦ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŘŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘΦ 

A DTA at the partner system may create and maintain more than one routing list for use in imported documents; 

however only one routing list may be imported with an authorization. For information about building and 

maintaining routing lists, see the DTA Manual, Chapter 5. 

LŦ 5¢{ Ŏŀƴƴƻǘ ŦƛƴŘ ŀƴ ƛƳǇƻǊǘŜŘ ǊƻǳǘƛƴƎ ƭƛǎǘ ƛƴ ǘƘŜ ǇŀǊǘƴŜǊ ǎȅǎǘŜƳΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ hierarchy, it will reject the 

imported document. 

4.3.2 Dynamic Routing Lists 

A dynamic routing list means that a third party is funding a trip and wants to place one or more reviewers on the 

ǘǊŀǾŜƭŜǊΩǎ ǊƻǳǘƛƴƎ ƭƛǎǘΦ ¢ƻ ǳǎŜ ŀ ŘȅƴŀƳƛŎ ǊƻǳǘƛƴƎ ƭƛǎǘΣ ȅƻǳ Ƴǳǎǘ set the Insert Dynamic Routing List radio button to 

Yes on the Edit Partner screen. 

When a dynamic routing list is in play, all imported authorizations and the vouchers created from them route to 

one or more specifically named third-party officials.  

https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF
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4.3.3 Remove a Routing Official from a Dynamic Routing List 

Setting the Insert Dynamic Routing List radio button to Yes lets the Edit Routing List option display on the dark 

blue Navigation Bar of the Partner Setup Function (see Figure F-3). 

Selecting the Edit Routing List lets you remove Routing Officials from a dynamic routing list.  

To remove Routing Officials, do the following: 

 Select Edit Routing List. The Partner Search screen (Figure F-6) opens. 

 

Figure F-6: Partner Search Screen 

 Select a Partner System and (if applicable) Partner Sub-System. 

 Select SUBMIT. The Routing Officials List screen opens (Figure F-7). 

 

Figure F-7: Routing Officials List Screen 

 Select the scissors icon next to the name of a Routing Official. The Delete a Routing Official screen 

(Figure F-8) opens. 

file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark19
file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark20
file://///usr.osd.mil/ORG/DHRA/DTMO/TOD/TR/TD/Guides%20and%20Manuals%20(102-01)/DTAM/Appendix%20F%20-%20I-E%20Module/DTA_App_F%201.1.docx%23_bookmark21
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Figure F-8: Delete a Routing Official Screen 

 Select DELETE to confirm deletion of the Routing Official. 

4.3.4 Add Routing Official to a Dynamic Routing List 

Note: Setting the Insert Dynamic Routing List radio button to Yes lets the Add Routing Official option display on 

the dark blue Navigation Bar of the Partner Setup Function (see Figure F-3). 

Selecting the Add Routing Official option lets you add Routing Officials to a dynamic routing list. The new 

Routing Official joins the routing list one level before APPROVEDΣ ǿƛǘƘ ǘƘŜ ŘŜǎƛƎƴŀǘƛƻƴ ƻŦ ά¢ƘƛǊŘ-Party 

wŜǾƛŜǿŜǊΦέ  

IŜǊŜΩǎ Ƙƻǿ ǘƻ ŀŘŘ Routing Officials: 

 Select Add Routing Official. The Create Routing List User screen (Figure F-9) opens. 

 

Figure F-9: Create Routing List User Screen 

 9ƴǘŜǊ ǘƘŜ wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΩǎ SSN. 

 Select ADD. The Add a Routing List Official screen (Figure F-10) opens. 
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Figure F-10: Add a Routing List Official Screen 

 wŜǾƛŜǿ ǘƘŜ wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ Note: ̧ ƻǳ ŎŀƴΩǘ ŎƘŀƴƎŜ ƛǘΤ ƛǘΩǎ ǾƛŜǿ-only. 

 Select the Partner System and (if applicable) Partner Sub-System. 

 Select SAVE. 

4.4 File Status 

File Status lets you access information about all files processed via the DTS Import/ Export Tool. The three links 

in the tool bar (Imported Files, Exported Files, and Summary) are all presented below. 

4.4.1 Imported Files 

The Imported Files section lets you to view details about the XML files DTS imported from the partner system. 

DTS uses imported files to create authorization shells. If the minimum data elements are not included, DTS 

cannot create an authorization shell, so it rejects the imported file back to the partner system. 

To view imported files: 

 Select File Status on the light blue Navigation Bar from any screen in the Import/Export module (see 

Figure F-2), then Imported Files on the dark blue navigation bar. The Search Imported Trip Files screen 

(Figure F-11) opens. 
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Figure F-11: Search Imported Trip Files Screen 

 (Optional) Complete one or more fields to limit the search results. Leave them all blank to display all 

files. Table F-3 explains the field names. 

Table F-3 

SEARCH IMPORTED TRIP FILES SCREEN DESCRIPTION 

Field or Object Action 

File Name Enter to limit results to a single item. 

Import Status Select to limit results to a single status. 

Tracking Number 
Enter to limit results to a single item. (The partner system provides the tracking 
number.) 

SDN Enter the Standard Document Number to limit results to a single item. 

Date Range 
Enter dates in MM/DD/YYYY format ς or use the calendar tool to select them ς 
to limit results to documents imported during that range. 

Traveler Last 
Name Enter full or partial names to reduce the results, possibly to as few as a single 

item. Traveler First 
Name 

Traveler SSN Enter to limit results to a single item. 
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Organization 
Enter or select to reduce results to documents imported from a single 

organization. 

 

 Select SEARCH. The Trip Import File List screen opens (Figure F-12). 

 

Figure F-12: Trip Import File List Screen 

 Select the View link to see the details of a trip file. The Imported Trip Status screen (Figure F-13) opens. 

 

Figure F-13: Imported Trip Status Screen 

 Select View XML on the left side of the screen to view the XML code used to import the file. The View 

Imported XML screen (Figure F-14) opens. 
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Figure F-14: View Imported XML Screen (Top) 

4.4.2 Exported Files 

The Exported Files section lets you to view details about the XML files DTS exported back to the partner system. 

To view exported files: 

 Select File Status on the light blue navigation bar from any screen in the Import/Export module (see 

Figure F-2), then Exported Files on the dark blue Navigation Bar. The Search Exported Trip Files screen 

(Figure F-15) opens. 

 

Figure F-15: Search Exported Trip Files Screen 

 (Optional) Enter a File Name and/or Date Range to limit the search results. Leave them both blank to 

display all files. 

 Select SEARCH. The Trip Export File List screen (Figure F-16) opens. 
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Figure F-16: Trip Exported File List Screen 

 Select View XML File in the Details column (not visible in screenshot) to view the XML code used to 

export the file. The View Exported XML screen (Figure F-17) opens. 

 

Figure F-17: View Exported XML Screen 

4.4.3 Summary 

The Summary section shows the number and type of files that the Import/Export Tool processed for your 

partner system and any subsystems. Details are available by selecting the links within the listing. 

To view the summary: 

 Select File Status on the light blue navigation bar from any screen in the Import/Export module (see 

Figure F-2), then Summary on the dark blue navigation bar. The Import/Exported Status screen (Figure 

F-18) opens. 
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Figure F-18: Partner Systems Import/Export Status Screen 

 Select the number link in the Total Files Imported or Total Files Exported column. The Trip Import File 

List screen (Figure F-12) or the Trip Export File List screen (Figure F-16) opens, as appropriate. 

Chapter 5: Determining Per Diem Allowances 

SSAs for Reserve and Active Duty partner systems use the following tables when assigning duty conditions and 

determining per diem allowances for military travelers. 

5.1 Duty Conditions Used by Reserve Partner Systems 

When the file imported from a partner system contains duty conditions affecting the per diem allowances, those 

conditions override the default quarters and meals allowances for a military member TDY to a U.S. installation. 

Table F-4 explains those duty conditions. 

Table F-4 

DUTY CONDITIONS FOR LODGING AND M&IE 

XML in 
Import 

File 
Duty Condition  

Per Diem, 
Messing 
Available 

Per Diem Allowance 
Lodging 

Rate 
M&IE Rate 

ADQM 

Active Duty 
Training 
(Quarters and 
Meals Available) 

All meals 
available 

¶ Duty Condition 
ADQM ς selected 

¶ Qtrs Availableς 
selected 

¶ Meals Avail ς 
selected 

¶ B, L, D ς all 
selected 

Military 
Lodging 
Rate 

All meals 
available (GMR 
+ IE) 
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